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Course Description  

This course is designed to help seller’s agents maximize the tools within Matrix MLS to showcase listings 
effectively and attract more qualified buyers. Participants will learn how to input and manage listings, 
attach images and documents, add open houses, and leverage AI-powered tools for stronger listing 
presentations. The class also covers seller-focused resources such as reverse prospecting, market reports, 
and financial calculators to better advise clients. By the end of the session, agents will have the 
confidence to manage listings from start to finish and use data-driven insights to stand out in a 
competitive market. 

Data Input Sheets 

Why Complete Data Entry Matters 
Data Input Sheets help seller’s agents gather accurate details during the listing appointment — 
but their value goes far beyond compliance. While only certain fields are required in MLS, 
completing all relevant fields ensures your listing is fully represented in search results. 

When property details are complete and accurate, the system can better match listings to what 
consumers are searching for — increasing visibility, improving the accuracy of filters, and 
helping your property appear in more buyer searches. In short, the more data you enter, the better 
the algorithm can work for you. Take your time, help the system help you! 

You can find all data input sheets in the External Links Widget in Matrix. They are the last 7 links, one 
for each property class. Here is the widget in both classic and modern dashboard.
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Here is one page of the input sheet for single family homes, notice required fields are marked with an 
asterisk and clients can initial the page is correct. This is meant to be your working document; this is 
not meant to give to your client to do on their own.  
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The ‘Add/Edit’ Menu  
From the Add/Edit menu, click Matrix Add/Edit. From there you can select to Add 
New or Edit Existing Listings. Listings can also be edited from the My Listings widget 
on the Dashboard screen of Matrix.  

  
  
  
 
 
 
 
 
 
 
 
 

 
 

To apply tax record information, choose the county, street number and name for the address you 
would like to list. 
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Confirm you have the right listing, check street name spelling, double check county and owner 
name. If anything is not as expected double check your info and click cancel if you are not 
viewing the tax records for your listing. Choose ‘Fill’ if this is the right listing.  

  
  
On this screen you will work through each stage of the ribbon at the top, filling in as much 
information as you have on your listing. On the bottom ribbon there is a ‘Validate’ button, if you 
click that any blank but required fields will be marked with a red triangle with an exclamation 
point to call to attention a missing field that must be filled in before the listing can be active. Use 
the Input sheets in the external links widget to collect info on your listing before starting this 
step, take the document to a listing appointment with client and get all the that you need in a 
timely manner. When you have all the needed info you have some choices at the bottom. You 
may ‘Submit Listing’ to have the listing go active. You may ‘Save as Incomplete’ if the listing is 
not ready to be viewed or you possibly need to find more information. You also can the ‘Cancel 
Input’ if this was a practice session or you want to start over. 
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ShowingSmart Listing Setup  
 

 
Showing information needed for ShowingSmart phone# 713-930-0427 and phone Description 
ShowingSmart call center.  Click on “Save as Incomplete” or “Submit Listing” if you are 
prepared for your listing to be active. 
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After saved as Incomplete or submitted as Active, click “Add Showing Instructions to 
ShowingSmart”.   
  

  
You will directly enter ShowingSmart to start entering your showing instructions.  
Don’t forget to save at the bottom left corner once complete.  
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Managing Attachments on a listing 
You may need to add content to a listing after you have submitted it as active or incomplete. One case is 
if you use the “Cubicasa” app to make a visual of a home’s floorplan.  

 

 

 

 

 

 

You can download the CubiCasa app from your chosen app store and use the app to make a 2D visual of 
your listing’s floor plan. 

 

Once you have a pdf of the homes floor plan, you will go back into Matrix to attach it to your listing 
documents. Choose Add/Edit from the toolbar and “Edit existing” listing or search a listing by MLS #. 
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Choose Manage Attachments and add your pdf as a public floor plan. 

 

Manage Photos 
Add photos and photo descriptions to your images to help consumers picture themselves in your listing. 
Browse images on your computer, then add descriptions in the box below each image. 
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Listing showing instructions with ShowingSmart  

 

 
Showing information needed for ShowingSmart phone# 713-930-0427 and 
phone Description ShowingSmart call center.  Click on “Save as Incomplete” or 
“Submit Listing” if you are prepared for your listing to be active. 



 

 

12  
  

  
Mastering Matrix- Seller’s Agent       Revision date:  1/2026 

 

 
  

After saved as Incomplete or submitted as Active, click “Add Showing Instructions to 
ShowingSmart”.   
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You will directly enter ShowingSmart to start entering your showing instructions.  
Don’t forget to save at the bottom left corner once complete.  
 
Widgets  
All widgets except for the "News & Alerts" widget, can be repositioned by clicking and dragging the 
widget header. In the new dashboard they are rearranged with the Edit Dashboard button. 
  
Widgets can be collapsed or expanded by hovering over the widget header and clicking the "up" or 
"down" icon.  
  
Widgets can be closed by hovering over the widget header and clicking the "close" icon. Closed widgets 
are automatically sent to the "Additional" widget and can be added back to the Homepage simply by 
clicking and dragging the closed widget header out of the "Additional" widget.  
  

1. News & Alerts: click an item from the list to display the news or alert content in a modal popup window.  
2. My Carts: click a cart link to display all listings currently saved in a recently used cart.  
3. Market Watch: click on a status link to display all listings with a change to that selected status. Note: each 

number in brackets represents how many listings will be displayed based on the Property Type and time 
frame you selected. To customize this widget, click "Customize".  

4. Recent Portal Visitors: quickly view a recent Portal visitor's information by clicking on their name or open 
their Portal by clicking on the associated "Portal" icon.  

5. My Favorite Searches: click a link to display the results of your favorite saved search.  
6. My Listings: click a link to display all your listings.  
7. Concierge: click a client's name to display all listings waiting on approval before being sent.  
8. Recent Use Contacts: click a name to display details of a recently used contact.  
9. Hot Sheets: click to view changes that have taken place in the MLS.  
10. Additional: close any widget or click and drag widget headers to/from this area to help manage the 

Homepage layout.  
11. External Links: links to external MLS resources including MLS rules, Data Input Sheets, etc.  
12. Search: quick search for a property address. 
13. Listing Data Checker:  view Violation History, Notifications and Reported Violations. 

. 
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Listing Data Checker 
This is a valuable widget for monitoring violations to the MLS and helping you to remedy them, 
so you can avoid a fine. If you collapse this widget, and do not see a notification, it may cost 
you! Many MLS violations, if fixed in 5 business days, the MLS department does not issue a 
fine. But, if you keep this widget closed and are not aware of the violation, a fine may occur. 

    
  

HAR.AI Feature  
After your listing is entered in Matrix you can use the Platinum feature Har.ai to polish your physical 
property descriptions. First, enter your listing in Matrix. Then, search Har.ai in the Members Only portal. 
There you will see your listing and can use the AI tool to perfect your listing description. Go to this url 
for a demo video! https://cms.har.com/har-ai-propertydescription/  

 
 
 

 

 
 
 

 

https://cms.har.com/har-ai-propertydescription/
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Modify a listing 
You will often need to modify a listing; it is rare to fully input a listing in one sitting. You may need to 
hunt down some required info later! Save the listing as incomplete then modify it later by choosing the 
listing and then “Single Family Add/Edit”. You will also go to this menu to add attachments, change the 
status of your listing from incomplete to coming soon or active. 

 

 

 
 
Choose a listing and edit to add an open house! 
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Matrix- My Hit Counter 
Click on your listings and then the drop down at the top of the screen can change to My Hit Counters. This shows 
stats for your listings.   
 

 
 

Reverse Prospecting 
This is a valuable tool for the seller’s agent. It is only available for Active through Sold listings but is not 
available for incomplete listings. Choose my listings, then check a listing’s box and choose Reverse prospecting 
in the toolbar. 
 

 



 

 

18  
  

  
Mastering Matrix- Seller’s Agent       Revision date:  1/2026 

This will load a list of all realtors that have a client who have matched with your listing on 
their auto-email. This is often used to email realtors about open houses, reductions in prices, 
updates made etc. It will not show the clients info, so to help the buyer’s agent verify which 
client you are emailing about, include the reference number. 

 
If you click on one of the realtor’s names, it will load a Matrix email message for you! Add the reference 
number to the subject line or in the first line of your message! 

 
Bookmark Leads (Platinum) 
In the Members Only portal, you can access the bookmark leads page to contact consumers! The system 
will load all your active listings, and you can choose the mail icon next to the one you want to promote.  
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The system will then prompt you to choose a reply type then write your email! The system will send it all 
while keeping the consumers email private.  

 

 
 
 
 

Listing Data Checker 
This is a valuable widget for monitoring violations to the MLS and helping you to remedy them, 
so you can avoid a fine.  
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Public Records - Realist Tax, Matrix Tax and MUD Bond 
Information  
Use public records to find property information and generate mailing labels.   
Locate information about a MUD using the MUD Bond Information worksheet. It can be useful 
to investigate the history of a property on tax records before preparing your listing. 

 

 
Use the “Quick Search” tab to quickly pull up a single property.  Use the “My Search” tab to 
create a more detailed search (by subdivision, etc.).  
  

 
Double-click a property to open the tax details.  The balloon icon represents MLS data for that 
property (red in the example is indicating that that property is sold).  Click the “Labels” menu to 
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generate labels for selected properties.  Note:  all properties are automatically selected, so you 
will need to deselect those you do not want.  
Matrix Tax 
 

 

  
Search for property information by tax criteria (owner name, address, etc.) or MLS criteria (list 
date, MLS status, etc.).  Click Results.  

  
  

Click the property Parcel ID to open the tax details.  The balloon icon represents MLS data for 
that property (orange in the example is indicating that that property is Pending Cont. to Show, 
blue is Sold and purple is Withdrawn).  
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Click Print/Email PDF to create mailing labels.  
  
 MUD Contact Information/ PID Disclosures:  

 
  

Alphabetical list of all MUDs and PIDs contact info will download as an excel file.  
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Customizing Stats Reports  
Use system Presets to create and save customized statistical reports.  

 
Enter criteria and select one of the System Presets from the left of the screen.  Click Generate.  
  

  
Customize the report results by using the options on the left of the screen.  Click Generate. The 
Save tab, give the report a name and click Save a Copy.     
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Customizing Market Reports  
Market Reports gives you access to On Demand Reports. The list of reports available will be 
different based on the user's access. These reports can be customized based on the users desired 
criteria.  

 
Note:  The HAR “Months of Inventory” report in the Market Reports menu is more accurate than the one in the Stats 
section.  

Customizing Financial Reports  
The Finance menu will give the user access to the HAR Seller's Net Sheet, HAR 
Buyer’s Closing Costs and Calculators/Amortization.  These worksheets can be 
customized with the users desired criteria and shared or exported from Matrix.  
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